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Goals

! Insure prompt and accurate payment for all 
NMCI services 

! Prevent penalties to the Government due to late 
payment approval.  Prompt Payment Act 
requires that fixed price contracts be paid within 
30 days from receipt of a valid invoice.
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Learning Objectives

After this briefing, you should be able to:

! Define the meaning of various contractual and 
accounting terms as they pertain to Billing and 
Payment

! Understand the electronic distribution of 
invoices and your responsibilities to insure 
proper payment
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Concept of Operations

Current Process:
! Utilize DFAS’ current electronic invoicing 

system (WINNS) and certification system (ECS)

Future:
! E-Commerce solution.  Further training will be 

provided
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Contractual Authority
! Contract paragraph 4.1, “Acceptance by the 

Government”:

“Acceptance or rejection of all services under 
this contract shall be accomplished by the 
Contracting Officer’s Representative.  Upon the 
Contractor’s demonstration of  successful 
performance as measured against the contract 
requirements, the COR will sign an inspection and 
receiving document attesting to acceptance of 
services performed by the Contractor.”
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Acceptance and Certification
Roles and Responsibilities

! Review/Validate Receipt – CTR Responsibility
Technical review of invoice to insure services were received as ordered

! Acceptance and Certification of Invoice – COR responsibility
Signature certifies that 

" Services have been received and accepted
" That invoice is properly prepared for payment

! Validation of Funds – BFM Responsibility
" Validation of funds  
" Maintenance of payment logs 
" Track timing to ensure no interest penalties
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Invoicing and Payment Process
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Invoice and Payment Process (Narrative to flow chart)

Task Order Issued

•EDS receives TO and issues a Preliminary Site Questionnaire (PSQ)

•Customer completes PSQ and returns to EDS

•EDS receives PSQ and conducts site survey

•Simultaneously customer issues Site Concurrence Memorandum 
(SCM)

•EDS Reviews SCM and makes revisions

•EDS and Government concur on AOR start date

The Contractor assumes AOR of as-in environment.
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Invoice & Payment Process (Narrative to flow chart)

EDS and Government meet to reconcile “as Is” order.  On agreement,

The Contractor submits electronic invoice to DFAS. 

DFAS process invoices through WINNS and ECS.

DFAS ECS electronically sends e-mail to COR.

BFM, COR and CTR review ECS simultaneously.

BFM validates obligation in SABRS and electronically signs

The CTR review invoice, validates and electronically signs for
review.

The COR review ECS for BFM’s and CTR’s signatures and overall invoice 
accuracy. COR certifies invoice and forwards to ECS.

ECS processes and forwards to SOBP.  Contractor receives EFT payment. 



11

Overview of Electronic Process

Contractor assumes AOR of as-is environment:
! Contractor submits electronic file to DFAS via WINNS invoicing 

system
! WINNS updates Electronic Certification System (ECS) with 

invoice information. Prompt payment 30-day clock starts here
! ECS generates e-mail to BFM, CTR and COR alerting invoice is 

ready for review and approval.  If invoice is defective, it must be 
returned no later than seven days after receipt.

! ECS allows invoices to be certified electronically and provides 
two levels of review/approval (BFM/CTR/DCTR) and one 
certification (COR)for each invoice.
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Overview Electronic Process cont’d

! DOD (not DON) PKI certificates 
are required for entry to DFAS 
system.

BFM and CTR perform the following 
assigned tasks simultaneously:

! BFM access ECS for review, enters 
information and signs approval.
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Overview of Electronic Process
Cont’d

! CTR access ECS, records approval of 
receipt of services

COR reviews invoice in its entirety. 
! COR verifies that signatures of approval 

have entered by both CTR & BFM
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Overview of Electronic Process
Cont’d

! COR records his/her certification of 
invoice

! Upon certification by the COR, 
invoice file is automatically 
forwarded  to Stars One Bill Pay 
(SOBP) for payment

! Contractor receives payment via EFT 
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BFM ROLE IN INVOICE PROCESS

! BFM access ECS to validates if funds are appropriate and available 
in SABRS.

! BFM reviews to ensure correct ACRN and LOA (Line of 
Accounting) were input by contractor.

! BFM inserts Requisition No. for each CLIN/SLIN.  This comes from
Box 1 of SF 1449.  Invoice will not be paid without this information. 

! BFM reviews DFAS date indicating invoice receipt date. “Clock 
Starts Now.” Track to ensure 30 days have not passed and that there 
will be no interest penalties.  

! BFM follow up in 1 week to ensure payment made or invoice 
returned.
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CTR Role in Payment Process

! CTR performs technical review of monthly invoice to 
determine services ordered were received. Ktr and CTR 
will meet to review services to be billed prior to invoice.

! CTR may delegate pre-review to ACTR’s.  In DFAS 
system:
$ ACTR’s will have “view-only” access 
If authority delegated, CTR should not provide approval 

signature until DCTR and ACTR have coordinated 
their review and approval in DFAS system.
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CTR Role in Payment Process 

! CTR verifies amounts invoiced to each CLIN/SLIN are consistent 
with authorized amount reflected on TO
$ Dates of service 
$ For AOR month - verify actual date billing began.  These 

services will be billed on a daily rate vs. monthly rate for that 
month only.

$ Monthly price of each specific service 
$ Number of items for each CLIN/SLIN
$ Total price for each line item
$ Ensure items invoiced at 85%
$ Review must be done in 4 days to ensure meeting 7- day 

return policy, if necessary.
$ SLA compliance, 100% payments, and credits due –

Information to be provided at later date.
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CTR Role Cont’d
! Review Monthly Status/Progress Reports.  Verify progress report matches 

invoiced amounts.  Additional Duties as Assigned by COR.
Review Time

$ Prompt Payment Act requires 30 days or less for receipt of 
payment or interest penalties apply.  Date of invoice receipt 
by DFAS appears in ECS.

$ Critical that each reviewer/certifier complete task NLT 3 
days.  In event of absence, substitute reviewer/certifier must 
be notified of their responsibility. Discuss substitute with your 
COR. Remember, review may be simultaneous.

$ Congress would like payment to be made 7 days from receipt 
of invoice to ensure small business are paid promptly.  Prompt 
Payment Act calls for invoice to be returned within 7 days 
if not valid.
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CTR Role Cont’d

! DON’T PANIC at previous list of review items!
! Through review should be performed on first several 

invoices.  Most errors occur during this period.
! Random review may be performed in future on 

remaining invoices for SAME SERVICES.
! If additional services ordered, the same through review 

should be performed when those services are first 
invoiced.

! Prompt Payment Act states that “data may be gathered 
by a statistically valid sample when actions are too 
numerous to permit total review.”
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COR Role In Payment Process

! COR has overall responsibility for invoice
$ Reviews invoice in its entirety, including 

• Timeliness of services ordered and received 
• Amounts charged and percentages.

$ Ensures prompt sign-off of invoice by all parties to 
avoid interest penalties.  Prompt Pay Act requires 
payment in 30 days or less. Invoice to be returned 
by COR in 7 days if not valid.

$ Has responsibility for SLA determination
$ More information on SLA in future
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Invoicing at 85% 

! Contract paragraph 5.9:  Payment
“…  During the transition period, the Contractor 
will be compensated at 85% of the agreed-upon 
price per seat and will not be eligible for 
incentive payments.  At the time when the 
Contractor meets or exceeds the service level 
agreements (SLA) for the ordered segment, the 
Contractor will be compensated at 100%.” 
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Transition Period
! Contractor may only invoice at 85% until both 

parties agree that SLA’s are met.
$ COR’s and CTR/ACTR’s monitor 

compliance!
! After SLA’s are met. 

$ Contractor will invoice at 100%.
$ If contractor subsequently fails to meet 

SLA’s, government will be compensated 
through credit process.

$ Additional training when SLA’s are met
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Final Distribution 

All Electronic – No Manual Distribution
Information is on-line in DFAS’ ECS for five years

! Contractor receives report electronically at same time  
payment arrives at bank.

! COR, BFM, CTR, ACTR, and ACO have PKI access to 
DFAS’s ECS system to provide hard copy for all items.  
They will also be able to print hard copy from the e-
commerce system. 
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Summary

! Discussion of Contract language regarding 
invoicing and payment

! Overview of the new electronic invoicing and 
payment process  

! Your role and responsibilities regarding
$ invoice review 
$ ensuring prompt payment  

! Distribution
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Sample Electronic Invoice

! The following slides are a portion of the 
information you will see on the DFAS electronic 
screens.  

! Some slides include generic DFAS information 
that is not applicable to this contract.  
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CTR/BFM

COR

ECS Functionality
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Notes and Helpful Tips

! Many calls and e-mails regarding various processes have 
been received.  Since most questions, and their answers, 
apply to everyone, some helpful tips are provided.  More 
will be added as appropriate.

! Please continue to ask questions.  They are all welcome. 
Questions help to re-explore the process.
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Invoice vs. Ordering Process

! There are two separate processes for "ordering" and 
"invoicing."  In the e-commerce solution, ordering will 
be UIC specific and there will be authority levels which 
each UIC will choose to use.  The ordering process will 
use UIC designators.
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Notes and Helpful Tips
Forwarding DFAS E-mail

! DFAS notification of invoice in ECS waiting for approval comes to 
COR only

! Three alternatives to notifying BFM/CTR/DCTR/ACTR

! COR’s responsible for setting up distribution system with their 
individual CTR’s.

» Cont.
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Notes and Helpful Tips
Forwarding DFAS E-mail 

Three alternatives to notify BFM/CTR/ACTR

$ You will previously have gone into your outlook 
mailbox and set up a “Forward To” when the “Title 
is This.”  E-mail from DFAS will be automatically 
forwarded. 

$ Ktr will supply regular monthly billing schedule. 
Every month at this time, you will review DFAS 
system for pending invoices.  May be easier than 
getting lots more e-mails.

$ Use DFAS forward screen with drop-down box 
names to forward to individuals
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DFAS automatic electronic notification

! The following information will come in your automatic 
notification from DFAS:
$ Subj. Line: ECS: Direct Submit Voucher(s) 

Received on “Current Date” Please return all 
replies to : jeffrey.hayden@dfas.mil

$ Body of e-mail:  Invoice Number, Contract 
Number, Task Order Number
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Notes and Helpful Tips
“How-To” forward E-mail in Outlook

! In outlook e-mail, click on the following in order:
$ “Tool”    “Rules Wizard”   “New”
$ “Move message based on content” (top box)
$ “Specific words” underlined (bottom box), click on

• Type in “Direct Submit Voucher (s) Received” (bottom box) 
$ “Specific folder” underlined (bottom box)

• Type in “sent items” Hit    OK, Next
$ “condition to check” 

• click on “w/specific words in subject” Hit  Next
$ “what do you want to do w/message” 
$ click on “forward to people or distribution list” (top box)
$ Click on people/distribution list (bottom box)
$ Go to personal address book, indicate your CTR list, will ask 

you to add in individuals names vs. list.       Hit    OK,   OK
$ 7.  Hit “finish” or “cancel” if just practicing.


